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Additional advice regarding the management of public records is available from 
Washington State Archives: 

 
www.sos.wa.gov/archives 

recordsmanagement@sos.wa.gov 

Transferring Archival Records: 
Overview of Transfer Process for Digital Calendars 
 

Purpose: Provide guidance to state agencies and local government entities on how to transfer 
digital calendar records to Washington State Archives for permanent preservation and access. 
 
 

 1. IDENTIFY ARCHIVAL 

CALENDARS

Agency identifes calendars that are 
"Archival" and have met their minimun 

retention.

2. PREPARE CALENDARS FOR 

TRANSFER

Agency removes any non-work-related 
appointments from the calendar.

Agency exports the calendar as a PST 
file.

3. SUBMIT INVENTORY & 

TECHNICAL APPRAISAL

Agency submits Digital Transfer Inventory 
Sheet.

Archives conducts technical appraisal 
session with agency.

4. TRANSFER

Agency transfers calendar using 
ArchiveThis! tool.

Agency corrects any errors during the 
transfer process.

5. VERIFICATION & CLEANUP

Agency verifies that the calendar was 
transferred successfully.

Agency destroys its copy of the calendar.

Agency retains its records documenting 
the transfer process.

6. ONGOING ACCESS

Agency accesses the transferred calendar 
records using the WebAdmin tool (when 

needed).


